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e OFFICE OF THE SECRETARY OF STATE
| APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
—_— i N U “EF°“PSEEE!TE?MEN*EHYEﬂQF
' INSTRUCTIONS See Publication’ No 76—RM-1 for mstructnons on completmg this form. Forward slgnéd ongmal to
Lo Department of Archives.and History, RecOrds Management Division, 330 Capitol Avenye Atlanta, Georgia, 30334,
Attention: Schedulmg Sectlon
- FOR AGENCY USE | 1. Agency Address T ‘umﬁm??’:ﬁj;ﬁéa—ﬁﬂs ﬁﬁé@ﬁisﬁ
-\nohcatmn Date . : GEO]"‘Q']& POY‘tS Author"l ty ' Application Number B
! 1/25/83 Adminstration Division, Port Pohce 78- |37~ Q
';\Js;gl—ic'aﬁon Number ' P. 0 Box 2406 Tadte Received Date Compreted
Savannah, Georg1a 31402 0 8
LT T T ﬁ_:ﬁﬁ;t_:’ﬁlt 81983 |FEp o qosy
2. Peison to Contact B ) ' Worklng Title ‘ Telephone Number
William L. Ki]rqy, Jr. Chief of Port Po11ce 964 3925
$ o—— e e e e - TETURI ST U em oo e e o ey ]
3. Ac*lon Requested K b
3. ] Estapusn Retention Scheduie;t‘ecord will continue to accumulate.
b. [ Dispose of present accumulation: no further accumulation anticipated,
_¢ X Amend Agblication No. . 79-137 . . Check One: O Change; (J Supercede; O Void -
1 4, Dates of Series 5. Records Serias Title (followed by title used in offlce if different)
Earliest L.atest
1969 | ToDate | Visitor Code - 1024 e o
[5 Division ang O'I'ﬁce Function What is the functlon of the Dmslon and the Office in which this record series is created? -

The Port Police Department is responsible for vehicle security (issuance and maintenance

of all decal records, logging of non- registered vehicles, processing of incoming and out-
going trucks), internal security (conducting record checks for all new personnel, periodic
testing of security procedures for integrity, investigation into background for Port Police
personnel), physical security {conducting rolling patrols and key patrols through all areas
of the Port). Maintain fire prevention systems, conduct fire prevention and fire fighting
training for Port Police personnel. Enforces traffic ordinances, develops and maintains
parking plan and maintains 1iaison with other agencies; example, Coast Guard, F.B. I., G.B.I.
Customs including surveillance, investigation and pilferage activities.
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7. Flecord Series Desenption Thls hle contains the followmg documents {mclude form numbers and titles, if any)
Attach samples of the file,

Documents relating to:

Persons entering'the Port facilities for the purpose of boarding ahd
visiting a vessel, in Port.

Inciuded are: '
Visitor Code - 1024 - Form showing date entering, date 1eav1ng,
gate, gate officer, vehicle desceiption, tag registration, driver
information, passenger information, destination, reason.for visiting
G.P.A., pass attached, remarks, officer's signature.

File is arranged:

Alphabetica11y by ship name.

‘8. Monthly Reference Rate How often are records referred to which are:

One to six months old ____ 12% _.; Seven to tweive months old _5_,,),,._; Thirteen to twenty-four months old — 3
twenty -five months and older _ ,,ﬁ?

9. Annual f Rate of Accumulation of F Remrds

Letter-size drawers ——— ... ; Legai-size drawers L___..; Shelves ___ ___ ; Other (specify) — o — e
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Attach copy or excerpt of law: or regulations. Explain administrative ieed. -~ [~

LYES | NO | 10. Questionnaire _(Place an ““X" in the proper column) S T
, a. Is this the official copy of the series? ' .
EX 1 _1fnot where isit? . e | .
IE* y b. Does the series contafn qonfidentiai information requiring security handling? If yes, cite law or reéula;ian.
L _X_\_c Is this a vrtal record? ;T-_,__m' el N _%__ N - o T A
b ﬁ_,)‘_(w_ d. Does this series have hrstoncal or Iormerrn research value? e ! e
e. When one or two documeénts in the file make it necessary to keep the entrre flle for a Iong pernod could these - SN
— X | . documents be scheduled separately? . = . . e s : : - S
I X ]t Jsthe infarmation. contained in this series ever published?. If ves. anach CoDY. SN -
g. Is the informati on contained in this series ever analyzed and/or recorded in a_summarized report? ' .-
L I X | 7 ifves.attachcooy. . .. " Ea— N — —_—
h. Is there a duplication of this series In your office, or in another offlce or agency?
X I _1_ 1fves.wherez U. S. Customs, U. S. Imm1grations, Metro Drug Squad, Savannah Police =
L LX B} s this series {or a major portion_of it} reaularly microfilmed? . . .- SR U O S
i J)_( i. Doss the record series result in a computer printout? e — _
11. Retention Requirements T The following requires the series to be kept:
a. State Law —— o ___Yaars, d. Audit period _ .years,
— b, Swtute cf limitation ——=— —-— “.years. - — - ~e. Administrativeneed - - - S e _iyears.
¢. Federal law —_—— . _ _.years, f. Feder'al retention instructions . _.._ . . __ _ vyears.
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12, Annraved Dlspos;tnon lns::u*t;or's - Thrs agencv recommends that the flle  Series’t be cut oh‘ at the end of each

SR —— e e e e e e

B B ' t] Calendar Year; O Frscal Year EJ Other —t L __then,
J Hold in the currerit filesarda > ... month(s) L CEs T fear(s} then o - i
.~ % Transfer to local holding afea, hold __l _—_$.§_‘year1s) then ‘ i
D) Transfer to State Records Center:hold .. . _vyedr(s); then w7 ' )
X Destroy.
[3 Transfer to State Archives for permanent retention.
O Other {Specify}
* h. Chatham County Police, Drug Enforgement Agency. - -
These instructions apply to all prior and future accumulations of the series.
_ﬂ_gen—r:;-i-l-eaafoesrgnee (Srgnature} | ] N Date Records Management Offlcer ('Srr;na‘n:re}-ifw B ) ”-—D)a?eji“:

_7/%%{ ﬁ-___l.fr_-‘..’.'f" ? 5/ / mj/ . e |

State Hecords Commlttee (Srgnature) Date
Recommendations in para-  [= T T T sy e e e et e ey .
graph 12 are approved. State Auditor/Designee  * 7/@
(If disapproved, attach letter [&v 777 _ N N R A —
of explanation.) Iw(gecretarv of State/Designee { - ,1:13 (Z?é,__
Attorney General/Designee "
AR—80-717 T TR - - T —
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APPLICATION FOR RECORDS RETENTION SCHEDULE Dg;:,;ﬁﬁng;;gg iﬁﬁ{,‘é’;iﬁ; g{gg

RECORDS MANAGEMENT DIVISION
. INSTRUCT !ONS See Publicgtion No. 76—-RAM-1 for instructions on compieting this form. Forward signed original to
! Oepartment of Archives and History, Reeords Management Division, 330 Capitol Avanue, Atlanta, Georgia, 30334,
- Attentlon Scheduling Section.

¢

i ___FOR AGENCY USE 1. Agency Addm; ' T F O RECORDS MANAGEMENT USE
" Aegyicstion Date §3079;8+P0;TS A;‘i’h?r‘;‘fy 5 + ;3 ¥ Apphm;on Nuenbaer
ministration Division, Port Police .
{ 8/1/19 Post Office Box 2406 7q - | 37
. doplication Number Savannah, Georgia 31402 . Dste Raceived Cate Complsted -
i 73 o e L ] MG -6 1979 | AllG 1 = 197¢
. 2. Parson to Contact Working Title 7 Telephona Number
William L. Kilroy, Jr. Chief of Port Police : 964-1721, # 211

-

i
1]
1 3. Action Requested
‘ 3. X Estatusn Retention Schedu _:record will continue to accumulate.
9. (O Dispose of prasent accumulation; no further accumulation anticipated.

¢~ Amend ApplicationNo. ... Check One: ] Change; [ Supercede; T Void
1, Davas of Series | 5. Records Series Titla (fol/lowed by title used in office; if different]
3 Sarliast {atest

1969 | To Date Visitor Code - 1024
I's. Cimsion and C#fice Function What is the function of the Division and the Office in which this record series is created?

The Port Police Department is responsible for vehicle security (issuance and maintenance

of all decal records, togging of non-registered vehicles, processing of incoming and out-
going trucks), internal security (conducting record checks for all new personne!, periodic
testing of security procedures for integrity, Investigation into background for Port Police
personnel), physical security (conducting rolling patrols and key patrols through all areas
of the Port). Maintain fire prevention systems, conduct fire prevention and fire fighting
training for Port Police personnel. Enforces traffic ordinances, develops and ma!nTatns
parking plan and maintains liaison with other agencies; example, Coast Guard, F.B.1., G.B.I.
Customs including surveillance, tnvestigation and pilferage activities.
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1. Fheogd Series Deseription This file contains the foﬂmmng documents (mclude form numbers and titles, if any):
' Attach samples of the file,

Documents relating to: Persons entering the Port facil l'hes for the purpose of boardlng and
‘ visiting a vessel in Port.

induded are: Visitor Code - ‘1024 - Form showjng: date entering, date leaving,
gate, gate officer, vehicle description, tag registration, driver
information, passenger information, destinatlion, reason for visiting
G.P.A., pass attached, remarks, officer's signature.

Fiie is arranged: Alphabetically by ship name.

3. Monthly Reference Rate How cften ara reccrds referred to which are:

One 110 six manths oid __.._1_2.....__U Seven o twalve months old 6

twenty-fivemonthsandolder____. ~ ___7?

; Thirteen to twenty-four months old _..3._._.._..;

9. Annual Rate of Accumulation of Rerords ‘
; Qther [specify)

Letter-size drawers ; Legal-size drawers __1_____; Shelves
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| a. Is thus the orflc:al copy of the senes? -1 er . o
X If not, where is it? _ . "
b Does the series contain confidential information requiring security handling? !f yes, cite law or reguiation. ~*
X c. _ls this a vitai record? ¢ - ' _ = S
% d. Does this series have historical or long term research value? : b -
8. When one or two documents in the file make it necessary to keep the entire fi le for ﬁ long peried, could these
X, docsL_meQbes.mm_ed.sgmtel!’ -
x ! f Jsth -
g. Is the mformat:on contained in thls series ever analvzed and/or recorded in a summarized report?
X If yes, autach copy, e
i h. Is there a duplication of this series in your ofhce orin another office or agency? -
X1 if ves, where? U, S, Customs, U, S, Immigrati ons, Metro Drug Squad Savannah Police
i X 1 i lsthis series {or 2 major portion of it} reqularlv microfilmed?
immel X 1L Doesthe record series resulf in'a comguter printour? i
i 11. Retention Requirements The foillowing requires the series to be kept:
| a. State Law F years, d. Audit period years,
Y. Statute of limitation yesrs. 8. Administrative need years,
: ¢, Cederal faw ' years, f. Federal retention instructions years.
: ~ Attach copy or axcerpt of Jaws or rgg_uiations. Explain administrative need. LT o 1
12. Ancroved Disposition Instructions ’ This agencv recommends ‘that the Tile series be cut on‘ at the end of aach ;
S A & Calendar Year° g FtSCﬁI vear; (] Other — then, :
] Hold in the current files area . . .. month(s) _.._._.L.__ year(sl then o B
B Transfer to local holding arsa, hoid .._.L___.vear(s) then - _ T
(O Transfsr ta State Records Center: hold _ .year{s); then T
B ODestray i
T Transfer to State Archives for permanent retention, ;
O Other /Specify)
* | I B ' !
h, Cha-l'ham County Police, Drug Enforcemen+ Agency, - - ‘
Thesa instructions apply to all prior ang future accumuiations of the series, .i
’_Agenq Head/Designes (Signaturs) Date %rds Managepent Officer [Sionature) , Date i
’ - o WXL
~ State R e (Signature} Date
Recommendations in para- :
graph 12 are apgroved. _State Auditor/Designee '} PR | &"" ‘0 "7'7
{If gisspproved, attach letter : . 1
of expianation.) Secretawé}&loesignee WI /M 8"' 7"' 7 ? ‘
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